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25X1A 12 February 1976

Following information for Trends and Highlights
presentation. If you have any questions, or need additional
information, please give me a call on extension 4225,

25X1A

OFFICE OF COMMUNICATIONS MAG

The OC MAG group is comprised of nine members, each
representing their '"career panel". If you do not know your
panel representative, this information may be obtained from

(OC representative on ADMAG).

The OC MAG group lists as a major accomplishment the
revision of the reporting periods for Fitness Reports. Prior
to this revision, the reporting periods began with the lowest
grade and ended with the highest grade. This resulted in
delays in promotions in lower grade levels since headroom would
not be established until higher grade promotions had been made.
The reporting periods were reversed with the higher grades
first on the list, enabling promotions and headroom to be
handled in an orderly manner.
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+Wwili be at each extreme. Any supervisor whose record shows -
~ that he has no "unsatisfactory employees'" may have an ex-
. planation to give his boss. Similarily one who has no "out- .
=standing emplovees™ over a lengthy period of time also has
“an explanation to give. T R e et T e e
A A Performance Appraisal should be timely, and as mean-
v -oingful -as possible. An objective narrative appraisal of
" -performance will be more useful than any combination of let-

. ter or number grades. Tt should be focussed on actual job:

.~ performance rather than personality, ‘ B T S
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c.utilization of the individual's total abilities are developed

“Caointly., : : 3

The supervisor and suberdinate jointly discuss the sub-

. ordinate's present level of performance, plot a future path-

T oway toward eliminating barriers to development and toward
“achicving mutually agreed upon goals. Barriers may include
asvects of the supervisor's behavior and other features of

.. the work setting. The appraisal poes beyond assessing past
- performance, included diagnosing, planning, and follow-up -
for channe. : . C
Performance improves most when specific measurable
goals are mutually established and agreed upon by the sub-
crdinate and his supervisor. It is hest that these goals
be immediate or short term. Frequent reviews of progress, as
the need occurs, are less threatening than the annual review.
. Performance Appraisal reporting as it is described in the
< foregoing will most certainly achicve results satisfactory to
. management, the supervisor and the employee. ST e
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